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CHAPTER I 
A STATEMENT OF THE PROBLEM 
INTRODUCTION 
This report will attempt to collect, in considerable 
detail, specific suggestions for remedial practices as listed 
in current literature on typewriting. It will be concerned 
with errors which result in mistakes appearing in the type-
script. The study, therefore, will be concerned with reading 
and machine errors which result in the insertion of extra 
letters, omissions of letters, poor upper-case characters, 
piling and crowding errors. Typographical errors will be 
included. It will not include machine errors which fail to 
show in the typescript. 
Further, since it is impossible to have errors without 
cause, this study will attempt to review the causes of typo-
graphical, reading, and machine errors. It will show the 
relationship between the remedial device suggested and the 
cause of the error. 
The scope of the study will be limited to the years 
1939-1948. 
To obtain the material for this report all available 
magazine articles on typewriting, books on typewriting, and 
typewriting textbooks were read. Note was made of every 
remedial device suggested whether it was made by a known 
authority or by someone comparatively unknown. The Business 
Education World~- -The Balance Sheet~- - - ~4. The Journal of 
Business Education offered the largest number of specific 
remedial devices suggested by the lesser-known writers. ~ 
Regardless of the method employed in teaching typewrit-
ing~ errors have always been present to vex the instructor. 
They were present in the old accuracy-first system of teach-
ing typewriting which was advocated by Book.l In fact, he 
found it necessary to devote an entire chapter of thirty 
pages to a discussion of them. 
Errors remain a problem in today 1 s speed approach to the 
learning of typewriting. ~his method of teaching calls first 
for a drive for speed, followed by a drive for accuracy. 
Hence it is important for today's teacher to know how to deal 
1 effectively with errors. 
Blackstone, who is at present Director of Commercial 
Education at The University of Southern California, is the 
author of several typewriting texts, and a well-known figure 
in the field of typewriting instruction. He made an inter-
pretive summary of the research on typewriting errors. 
Blackstone seems to believe that typewriting is a complex 
art and that it is difficult to strike keys at a rapid rate 
without making mistakes. He said: 
lBook, William F. Learning to Typewrite. New York, 
The Gregg Publishing Company, 1925 • . pp. 238-268. 
2 
'I ,, 
Errors in learning typewriting are universal 
because of the numerous adjustments necessary and 
because of the difficulty of making accurate move-
ments at the rate of from five to ten a second, as 
is required .of the commercial typist.l 
Any attempt to devise and evaluate remedial measures 
would require first a study of the cause of error. Pioneer 
work was done by Blackstone and Lessenberry with their con-
struction of diagnostic error charts. However, it is be-
lieved that the findi·ng of errors is but a beginning. Dvorak 
said: "Listing errors then becomes the first step in their 
disappearance."2 Later on in referring to Lessenberry's 
work, he said: "This well-known error count has more than 
justified itself by opening up, all over the country, the 
complicated problems behind errors."3 
Lessenberry, w~o is known for his study of 60,000 
typewriting errors, has written extensively on the subject 
of error analysis and remedial practice. His error charts 
are still widely used. He is a co-author of the well-known 
20th Century Typewriting~ _t_e,:x:~~- · Lessenberry believed: 
lBlaekstone, E. G. and Smith, S. L. Improvement of 
Instruction in Typewriting. New York, Prentice-Hall, '·rnc., 
1946. p. 361. . ' 
2Dvorak, August; Merrick, Nellie L; Dealey, W~lliam L.; 
and Ford, Gertrude Catherine. Typewriting Behavior. New 
York, AmericanBook Company, 1936. p. 345. '' 
3Ibid. 
4Lessenberry, D. D. and Crawford, T. James. 20th Century! 
1
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 Typewriting, __ 5_t_h. Edition. Ci_n~inna:ti, Ohio, South-Western 1 
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- To find errors i~ but the first step in a 
study of typing difficulties. An error is worth 
while provided an intelligent analysis can be made 
to determine its cause. The student should be re-
quired to apply the right remedy after the error 
has been analyzed but the teacher must give consid-
erable guidance in the choice of corrective drills.l 
Further on in the same article, he saids 
The first step in analyzing errors is their 
classification in ter.ms of major writing diffi-
culties.2 
It is further believed that specific drills, exercises, 
and devices should be constructed for the elimination of 
typewriting errors. 
Clem, who traditionally has been an authority on the 
teaching of typewriting stated: 
The problem of accuracy has become what errors 
have been made and what can be done abouttliem; not 
--simply how many error·s were made and how much shall 
the penalty be, followed by the injunction to write 
more slowly to prevent them.3 
The statements of Blackstone, Lessenberry, and Clem show 
the need for a study of remedial devices • 
. DEFINITIONS OF TERMS USED 
Since words frequently have several meanings, and since 
the same word may mean different things to different people, 
lLessenberry, D. D • . :Methods of Teaching Typewriting. 
Monograph No. 36 • . . Cincinnati, 9hio, South-Western Publlshing 
Co., 1937. ~· 18. 
2Ibid. P• 19. 
3clem, Jane E. "New Trends in the Teaching of Type-
writing." The Business Education World, 19:630, April 1939. 
·•. ·~ . 
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a few ter.ms are defined as follows: 
Typographical errors are those errors where one letter 
~:- ~ -: 
is substituted for another. 
Reading errors result in the transposition of letters, 
.-.'.': 
the insertion of extra letters, and the omissions of letters 
or words. 
Machine errors are defects in operating technique which 
result in poor upper-case characters, space errors, and 
piling and crowding errors. 
Remedial practices re.fer to specific suggestions, ex-
a 
ercises, drills, or devices for the elimination o.f errors. 
Speed . approa?h refers to the current method of teaching 
typewriting_ whereby fluency is developed first. This ap-
proach places the emphasis on speed .first, and after an ar-
bitrary rate of speed has been attained, the emphasis is 
shifted to accuracy. The elimination of errors takes place 
while maintaining the high speed level. 
-
Accuracy appro~~h refers to the traditional method of 
teaching typewriting wherein the emphasis is placed upon 
accuracy at all times. Speed is considered to be an out-
growth of accuracy. 
PURPOSE OF THIS STUDY 
The purpose of this paper is to list causes of type-
writing mistakes, and to collect and list all available sug-
gestions for their elimination. The suggestions will be 
5 
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those found in recent literature on typewriting, wnd will be 
obtained from all available writers in the field--both the 
known authorities and the new-comers. 
Business today is demanding more and better typists. 
World War II was responsible largely for the increased de-
mand for clerical workers to cope with all the multiple re-
ports required by governmental agencies. Rising prices of 
the post war years are forcing businessmen to consider costs. 
No longer is there room for the inept or poorly trained typist 
Emphasis is on production, and the typist who cannot produce 
is soon out of a job. 
~o meet this demand, teachers are raising speed require-
ments. Many teachers are considering the advisability of 
using the speed approach to typewriting which the DuFrain 
studyl proved to be feasible. This approach, with its al-
ternate emphasis upon speed and accuracy, makes it imperative 
for the typewriting teacher to deal with errors effectively. 
The information collected in this study will aid both 
the typewriting student and the typewriting teacher. It will 
tell the learner why he made a mistake. It will suggest to 
the teacher specific remedial devices which may be used to 
eliminate specific errors. 
lDu.Frain, Viola. 11 The Practicability of Em-Rhasizing 
Speed Before Accuracy in Elementary Typewriting. The 
Journal of Business of the Universit~ of Chic!S0 1 Vol. VIII, 
No. 3. Chicago, University of Chic~o Pr~ss:1 ·' July 1945. 
6 
~~is study is concerned with finding the answers to the 
following questions: 
1. What is the error? 
2. What causes the error? 
3. What may be done to eliminate the error? 
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CHAPTER II 
--
DISCUSSION OF THE PROBLEM IN TERMS OF LITERATURE IN THE FIELD 
As far back as 1908, Book made studies of typewriting 
behavior. His findings, .as set forth in Psychology of Skill,l 
1- first published in 1908, and in Learning to Typewrite,_2 
published in 1925, were responsible for our _traditional ac-
curacy emphasis•) · 'l"he Psychology of Sk~ll was republished in 
1925 without contextuaj changes. Book believed there were 
I two levels to be dealt with in learning the stroking skill--
the letter-level and the word-level stages. Book's conclu-
sion, which he reached from a time study of beginners and 
experts, was that the two levels frequently developed simul-
I 
II 
II 
taneously. However, many of his statements seemed to mean 
that the letter-level stage should be thoroughly mastered 
before attempting the word-level stage. 
Book's findings were based upon Jmnes 1 principles of 
habit formation: making the right start; never permitting 
an exception to occur; always aiming at accuracy and correct 
technique; making an emphatic and determined start; seizing 
every opportunity to act upon your resolution to succeed.3 
lBook, William F. Psychology of Skill • . _New Yo_rk, The 
Gregg Publishing Company, 1925. 
2Book, William F. Learning to Typewrite.__ New York, The 
Gregg Publishing Company, 1925. 
'l . 
J· 
3Ibid. pp. 344-352. 
~~========~=-~-~~================~==~ 
1: 
The right start was very important. It meant that the follow-
ing steps must be followed with great care: 
1. Getting the copy. 
2. An actual spelling or thinking of the 
letter to be made. 
3. Mentally locating it on the keyboard. 
4. Getting the proper finger to the key. 
5. Again pronouncing the letter or initiating 
the letter-making movement.l 
It was Book ~ s opinion that every step in this letter-making 
movement was extremely important. In fact, he says: •~oo 
much time and attention cannot be given to the development of 
control over the sequence of the letter-making movements. 11 2 
B~k believed in accuracy first. He approved the prac-
tice of working for accuracy most of the time, and for speed 
only a small part of the time. He did recognize danger in 
the accuracy approach for he cautioned the learner not to 
continue to work on a low plane, yet he was afraid the learner 
would try to write too fast before the letter-level stage 
was fully mastered. He believed the student should practice 
at the highest habit level he could use • 
... :::::. In spite of this stress on the right start and the con-
stant emphas.is on accuracy, there were errors. Book 
lBook, William F. 
2Book, William F. 
P• 175. 
Psychology of Skill. 
,l. 
Learning to Typewrite. 
. , f. 
Op. cit. P• 31. 
Op. cit • 
9 
attributed them largely to "£luctuations in attention and 
e£fort."~ When the attention wandered, the learner became 
careless with one or more o£ the £ollowing results: 
1. He of'ten struck between the keys. 
2. He struck the wrong key. 
3. He struck the space bar instead of a key. 
4. He transposed letters. 
5. He used the wrong hand and so struck a letter on 
the opposite side of the keyboard. 
6. He changed the wording of the copy. 
7. He omitted words, phrases, and parts of' sentences. 
8. He repeated words or phrases. 
9. He failed to place fingers correctly on the home 
row.2 
~ All this happened, according to Book, because the learner 
had let his attention wander, and had left the work to the 
automatic centers bef'ore they were ready .(or it • . ...,_ 
Book also believed that too great e~fort could cause 
errors, and where the attention was pushed ahead too f'ast, 
the f'ollowing errors occurred: 
1. Letters were omitted. 
2. Two letters were struck at once. 
lBook, William F. Psychology of Skill. Op. cit • 
P• 241. . . ,, :· ;-' 
2Ibid. P• 161 
10 
II 
3. ~he space bar was struck before releasing the last 
letter. 
4. The space bar was struck too lightly to make a space. 
5. Letters were repeated.l 
In Learning to Typewr~~e, Book went in~o the subject 
of errors in greater detail than he did in Psychology of 
Skill •... Although he had not changed his opinion regarding 
the causes of errors, he did classify them under four general 
heads: 
1. Varying location of keys. 
2. Controlling sequence of letter-making 
movements. 
3. Getting the copy. 
4. Manipulation of the machine.2 
Book's work led teachers to put the emphasis on accuracy 
and to stress the importance of the individual letter-making 
movements. It was responsible for the standard admonition 
of the teacher to the inaccurate student: "write slower, 
and put your mind on what you are doing. 0 
./ In 1929, Clem. 1 s work, Technique of Teaching Typewriting, 3 
,, "· '' 
was published. In general she was a devotee of Book/ and 
lBook, William F. Psychology of Skill. Op. cit. p. 162 
~. ·, 
2Book, William F. Learning to Typewrite.. Op. cit. 
pp. 242-3. 
3clem, Jane E. Technigue of Teaching Typewriting. 
New York, The Gregg Publishing Company, -1929. 
ll 
12 
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quoted him copiously. This was especially true in her chap-
ter on errors. However, there were some advances. She de-
voted more thought to speed, and was not convinced that 
accuracy always came first : > In fact, she said: 
There are 3 stages of emphasis in the learn-
ing period of typists: 1. Correct operation of 
machine combined with correct position. No emphasis 
on speed and little on accuracy. 2. Accuracy, 
it should be a gradual development with no speed 
work. 3. Speed development.! 
Clem sounded a warning to teachers when she suggested 
that if too much emphasis were placed on accuracy, "slow 
plodding_ typists"2 would be produced. However, she believed 
that without accuracy there could be no speed. Her natural 
bias was for accuracy first and speed second. 
-~ Clem classified errors under three general heads: 
1. Errors of mind. 
2 • . Errors of motion. 
3. Errors of me.chine.3 
She advocated having learners classify their errors as 
e. step in eliminating them._ " 
(_~here were others who were thinking and writing about 
the problem of speed and errors in the twenties. Harold H. 
Smith was one of them. In an article which was published 
lclem, Jane E. Op. cit. p. 151. 
2Ibid. p. 141. 
3Ibid. 
in The Gregg Writerl in 1921, he offered advice to students 
.\. 
who had learned the keyboard. He urged them to make every 
effort to increase quantity of output, but at the same time, 
he cautioned them not to let "their fingers run away with 
them. "2 
Smith believed in self-criticism. It was his opinion 
that the learner must find and evaluate his own mistakes. 
This was especially true because the teacher did not exist 
who could keep track or all error~  Furthermore, "the pupil • s 
own feeling of touch and accomplishment is superior to the 
trained eye of the teacher."3 
Smith classified errors under five main heads, and he 
offered some remedial exercises for each grouping. Further, 
he suggested that while practicing a single word over and 
over again might occasionally be advisable, in general, it 
was better to practice a group including th~ word preceding 
and the word following the one containing the error. He 
believed the mistake was usually caused by some combination 
in the word just preceding the one in which the error ap-
peared. 
lsmith, Harold H. "A Solution t.:or Some Common Typing 
Difficulties." The Gregg Writex:~ .V:<:?.~. · -. ?3, .January and 
February, 1921. 
2Ibid. p. 149. 
3Ibid. 
13 
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Smith also believed that the common practice of holding 
down the shift key before starting a timing caused errors 
in the first or second lines of writing. 
Smith listed typing difficulties under five headings: 
1. Slurring combinations written with the 
fingers of one hand. 
2. 
hands • 
Slurring combinations written with both 
3. Striking the outer or inner keys with a 
side twist of the hand. 
4. Failure to relax between strokes and to 
return the fingers to or toward guide positions. 
5. "vYild" fingering of words composed of let-
ters entirely or predominantly written with one or 
the other hand--usually the left hand.l 
_,/ Lessenberry was one of the first to advocate an error 
analysis chart, and to sense that the listing of errors was 
14 
I' I but the first step in eliminating mistakes. 
I 
It was in 1920 
I 
that he made his famous study of 60,000 errors in an attempt 
to isolate major types of mistakes. This study was merely 
a listing of mistrokes. From it he was able to identify 
certain types of keyboard errors. He found, however, that 
many errors seemed to be accidental and concluded that a 
study of them would not justify the time required. He be-
lieved the cause of these accidental errors was due to a 
lapse in attention ·~ /". He said: "the discovery of types of 
lSmith, Harold H. Op. cit. PP• 149, 183. 
============== --- -===~ =·==== ====if=.-----
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errors is of little significance unless remedial measures 
are known."l 
By 193?, Lessenberry had classified typing errors under 
four major heads: 
1. Errors in stroking technique. 
2. Errors in basic knowledge or in under-
standing. 
3. Errors in manipulation. 
4. Errors in reading copy.2 
He subdivided these major heads into specific mistakes, 
and suggested a remedy for each. 
Lessenberry's thinking regarding errors may be summed 
up in his own words: 
Attention to inaccurate letter stroking is 
important but the isolation of writing difficulties 
other than keyboard errors is just as impo~tant if 
specific practice is to be directed toward the im-
provement of technique. The use . of a technique 
check-list and of a writing-difficulties sheet will 
help students to locate their problems, then specific 
practice may be specific in its application.3 
-~/Blackstone was another pioneer in using error analysis 
charts, and technique check lists. He believed that errors 
were natural and were to be expected. The problem was to 
find the error as the first step in its elimination, discover 
lLessenberry, D. D. Methods of Teaching Typewriting. 
Monograph No. 36. Cincinnati, Ohio, South-Western P~bllshing 
Co., 193?. p. 19. 
2Ibid. 
3Ibid. p. 24. 
15 
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its cause as the second step, and then practice remedial 
exercises · to eliminate it as the third and final step-• ...- He 
/ 
thought there were certain general causes for mistakes. 
Among these he listed "ignorance, carelessness, indifference, 
sluggishness, lack of conviction that the teacher's way of 
doing a thing is right, lack of initiative or resourceful-
ness, and imperfect automatization."l 
Blackstone gave four general principles of remedial 
treatment: 
1. See that the student becomes conscious 
of the error. 
2. Get the student to want to overcome the 
fault. 
3. Get the student to suggest means of over-
coming the fault and ask him to suggest exercises 
for that purpose. 
4. Have the student check his progress in 
error correction.2 
Blackstone made a comprehensive list of errors, their 
cause, and their elimination. 
In 1937, Sleeter made a study to determine the effect 
of a program of error analysis followed by the administration 
of corrective materials. ~he exercises used were taken from; 
Improvement of Instruction in Typewriti~g by Black atone and 
lBlackstone, E. G. and Smith, S. L. Improvement of 
Instruction in Typewriting. New York, Prentice Hall, ·rnc., 
1946. p. 409. . 
2Ibid. PP• 412-3. 
16 
Smi th.l An experimental and a control group were used. 
The first semester experimental group had their errors 
an~lyzed and were given remedial work. The control group 
merely listed their mistakes. At the end of the ter.m the 
experimental group made a significantly smaller number of 
letter errors. The second semester the corrective work was 
extended to the control group with the result that this 
group made fewer mistakes on the second-semester test. 
Sleeter concluded: 
There seems to be enough evidence to justify 
the conclusion that the corrective devices produced 
an increase in typewriting skill for the first 
semester, because the experimental group was supe-
rior to the control group in the first-semester 
results and the two groups approached each other 
more closely after the corrective devices had been 
administered to the control group the second semester.2 
Thus far, in the studies reviewed, errors have been 
treated as a problem in letter stroking. Dvorak believed 
such treatment of errors did nothing to reduce them. Some 
of his statements appeared to indicate that he thought ad-
vanced students frequently made more errors on the common 
words than they did as beginners. He saw errors as inter-
esting symptoms, but warned about basing the cure on the 
symptom rather than on the disease. 
!Blackstone, E. G. Op. cit. 
2sleeter, Howard L. The Effectiveness of Certain 
Corrective Devices in Secondary School Typewriting. · Masters 
Thesis, 193'7. State University of Iowa, Department of 
Commerce. p. 29. 
17 
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/ / Dvorak believed emphasis should be on correct motions, 
and on fluency. He felt that fluency of rhythm would auto-
matically eliminate errors. · He summed up his position as 
follows: 
The delusion that students learn to typewrite 
by mastering an accurate letter stroke leads many 
to think of errors as false letter strokes. To 
count isolated letter errors is artificial and 
fruitless. Typewriting errors are signs of inter-
ference, due partly to drills on isolated letter 
strokes and nonsense combinations, partly to the 
relative dominance of common sequence signals, 
partly to chance slips in technique, and partly 
to the underlying keyboard arrangement. Trouble 
is also due partly to other factors. Yet most of 
the errors remain effective strokes pulled out of 
their. correct line-up in the sequence. 
Against this bulk or errors, the chief attack 
is on the kind of delay involved •••• It may be 
stated as a general principle that the wider the 
delay between strokes in sequence, the higher is 
the chance or error.l 
In 1945, DuFrain made a study of the practicability or 
emphasizing speed in beginning typewriting.2 She found that 
by first striving for speed without attention to accuracy, 
it was possible to attain a high speed level. The drive 
for speed was followed by one for accuracy. She found it 
possible to reduce errors while maintaining the high speed 
level by using the following devices: 
1. Having students mark their own errors on 
ten-minute writings and determine their error rates. 
( 
1Dvorak, August et al. Op. cit.. p. 395. 
2DuFrain, Viola. Op. cit. 
18 
2. Having them practice in repetition the 
sections in which errors were most £requent. 
3. Having them strive to make per£ect or 
nearly per£ect copies of small units;:_ Two pro-
cedures are used. The first focuses attention on 
setting up neat copy on half-sheets, and the second 
directs the students to repeat the paragraph twice 
and to determine the error rate per paragraph for 
the three writings.l 
)i . j i ' 
11 It would appear, from the material reviewed, that the 
thinking about errors has changed in recent years. Some 
teachers still consider errors the result of defects in 
letter-stroking technique; other teachers look upon them as 
a problem of control and believe they will disappear as 
fluency is attained. There is a rapidly growing school that 
believes errors are natural, that they are to be e~ected 
in learning any skill, and that they will tend to disappear 
as proficiency is attained. 
The fact remains, however, that errors are made, that 
some learners make more than their share, and frequently 
., 
something must be done about them. ' Lessenberry summed it 
up when he said: 
At t .imes typing errors should be ignored; at 
other times, they should be studied as a basis for 
remedial practice; and very often they should be 
erased and corrected.2 
. lDuFrain, Viola. Op. cit. p. 16. 
2Lessenberry, D. D. "Typewriting Errors and Corrective 
Measures." The Balance Sheet, _._:April 1948. p. 340. 
19 
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CHAPTER III 
PROCEDURES EMPLOYED IN OBTAINING DATA 
The f'ollowing procedures were used in securing the data. 
for this paper: 
All available magazine articles on typewriting were read, 
and all articles dealing with errors were carefully studied • 
A total of' eight dif'ferent magazines and newspapers were 
available f'or this purpose. They were f'ound either in the 
Boston Public Library, the School of Education Library of' 
Boston University, the Braintree High School Li brary, or on 
f'ile in the Boston offices of' The Gregg Publishing Company. 
Since five of' these magazines are published ten times a year, 
and since the study includes the years 1939 through June 
1948 inclusive, a total of' 350 magazines, most of' which con-
tained one or more articles on typewriting, were consulted. 
To this total must be added the issues of the UBEA Forum, 
which was published f'or the f'irst time in September 1947; 
the Typewriting News, which is published once a year; and 
the National Business Education Quarterly. These swell the 
total number of magazines consulted to 393. 
Three of the magazines: The Balance Sheet; ___ The Business 
Education World; and theJournal of Business Education con-
tained most of the available articles on errors. The 
:I 
'I 
I 
21 
I discrepancy between the number of articles discussing errors, 
-~=t 
and those offering remedial suggestions appears to be due 
to two schools of thought: the first, and the older school, 
believes that to know the cause of the error is to remedy 
it; the second, believes that all errors are due to faulty 
technique, and they will disappear as technique is perfected. 
The following magazines were consulted: 
1. The Balance Sheet is published by the South-Western 
Publishing Company, Cincinnati, and is sent free to all busi-
ness teachers who want it. It is a highly informative little 
magazine. D. D. Lessenberry is a frequent contributor to 
it. 
2. The Business Education World, which is published by 
The Gregg Publishing Company, has many interesting articles 
on business education. It is of special value to the Gregg 
Shorthand teacher for it contains the key to The Gregg 
Writer's shorthand plates. 
3. The Gregg News Letter is sent out by The Gregg 
Publishing Company, New York. It is essentially an a~ver­
tising medium, but it does occasionally contain an informa-
tive article. It is free to teachers of business subjects. 
4. The Gregg Writer,_ which is put out by The Gregg 
Publishing Company, is primarily of interest to shorthand 
writers, but it usually contains an article on typewriting. 
'===========~=====-~~ =-====================================~======== 
5. The Journal of Business Education is published by 
Robert 0. Trethaway, 34 N. Crystal Street, East Stroudsburg, 
Pennsylvania. 
6. National Business- Education Quarterly __ i_fl p~blished 
four times a year by the Department ~f Business Education 
of the National Education Association of the United States. 
7. Typewriting News is published once a year by the 
South-Western Publishing Co., and is sent tree to business 
teachers. 
8. UBEA Forum is one of the newer and one of the best 
business magazines. It is published eight times a year by 
the United Business Education Association, 1201 Sixteenth 
Street, N. W., Washington 6, D. 0. 
Articles on typewriting found in various yearbooks were 
read, digested, and used. Some of the most original sug-
gestions for remedial work were found in these articles. 
The techniques recommended were frequently those worked out 
in the Navy Training Schools during the war. The following 
yearbooks were consulted: 
1. The American Business Education Yearbook, Volumes 
I-V. This yearbook is published jointly by The National 
Business Teachers Association and The Eastern Business 
Teachers Association. It may be obtained from the New York 
University Boo:kstore, 239 Greene Street, New York 3, New 
York. 
II 
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2. The Eastern Commercial Teachers' Association 
yearbooks, years 12-16. 
3. The National Commercial Teachers Federation yearbooks 
volumes 5-8. These yearbooks all bear the titl~; National 
Business Education Outlook. They may be obtained rrom the 
Keystone Press, Inc., .Detroit, Michigan. 
Six textbooks on teaching typewriting were read, di-
gested, and two were used in this study. Improvement or 
I. Instruction in Typewri tipg by Blackstone and Smith gave the 
I 
I 
I 
II 
I 
most complete discussion or typewriting errors found anywhere. 
Typewriting textbooks, and teachers' handbooks were 
read and their comments on control and errors were digested. 
Monographs and leaflets offered helpful suggestions. 
A little booklet published by the Royal Typewriter Company, 
entitled 50 Common Typewriting Faults, was most interesting. 
The Delta Pi EPsilon Bibliography of Research Studies 
in Business Education was used to obtain lists of research 
in the field of remedial practices in typewriting. 
The Business Education Index was used to start a bibli-
ography in the initial phases of the study. 
Theses recently completed and on file in the Boston 
University, School or Education Library were used as a guide 
in writing this paper. 
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CHAPTER IV 
FINDINGS 
This study was concerned with what has been done to 
~prove remedial instruction in typewriting. It was concern-
ed in finding_ the answers to the following: 
1. What is the error? 
2. What causes the error? 
3. What may be done to eliminate the error? 
In order to find the answers to these questions all 
available literature on typewriting was read. Each article 
which discus-sed errors was carefully read and considered. 
Naming the error proved to be a major problem. It was 
frequently very difficult to identify the exact dividing 
line between two types of errors. For example, what is the 
difference between crowding and piling? Furthermore, the 
various writers did not always agree in their terminology. 
It was decided to accept the terminology most frequently en-
countered. 
Finding the cause of error was the easiest part of the 
study. Everyone seemed to have a favorite list of errors 
and was able to c1 te the cause of each. Only a few of the 
writers offered any specific suggestions for remedial practice 1 
and some of these seamed to suffer from a paucity of ideas. I 
One author, for example, would remedy practically every type 
r 
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of mistake by using rhythm drills. Instructions to concen-
trate were frequent. 
In the material which follows, errors have been listed 
alphabetically. No attempt has been made to arrange them 
into major types since the purpose of this paper is to offer 
specific remedial practices for specific errors. The nature 
of the paper is comparative. Therefore, remedial practices 
are discussed under the names of the authorities who sug~ 
them. (Table I lists these authorities and offers a short 
sketch of each. Table II names the errors and lists for 
each all the different remedial suggestions discussed in 
this chapter. ) 
The errors, their causes, and remedies follow: 
ADDITIONS 
This type of error results in the addition of an extra 
letter, and occasionally, of an extra syllable, word, phrase, 
or even line. The additional letter is frequently attached 
to the end of the word. 
Causes 
1. Watching the material being typed may cause the 
typist to repeat letters. 
2. Incomplete automatization may cause the typist to 
write partially learned combinations which are not in his 
copy. 
3. Writing too fast results in loss of finger control. 
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I 4. Removing the eyes from the copy sometimes causes 
I the learner to omit words, phrases, or lines. 
5. Reading by word-wholes may cause the learner to 
overlook the center of long words. 
6. Inattention. I 
7. Copy placed where it is hard to see, or the lighting I 
may be poor, or the typist may need glasses. 
Remedies 
I 
I 
Blackstone.* The first step in eliminating errors cause, 
by watching the material being typed is to stress the impor- 1 
tance of keeping the eyes on the copy. Students must be l 
made to realize how important this is. The use of difficult j! 
copy will force the learner to keep his eyes on it. The use 
of double-letter drills should be helpful too. 
The use of stroking and rhythm drills will slow down 
the typist who is writing too fast. A good exercise is one 
in which the teacher has the typist strike one letter at a 
time. The learner is instructed to pause after each stroke. 
When he is able to strike one letter, he is instructed to 
hit two before pausing. When two have been mastered, a third 
letter should be added. The typist must always pause long 
enough between groups to gain complete control. 
*Table I lists these authorities, and identifies each 
briefly. 
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Errors which result from incomplete automatization must 
first be analyzed to find the troublesome combinations. 
Then drills on words and sentences containing these combin-
ations should be assigned. 
Franklin. The typist should concentrate on the matter 
of control over the letter-making movements and their se-
quences. 
Fuller. Typists who overlook the center of words be-
cause of poor reading habits should be required to pronounce 
the letters : out loud as they strike them. 
Lessenberry. The learner must vigorously think the 
words or the letter combinations being typed. The attention 
should be fixed on syllables and specific letter sequences. 
It is usually unnecessary to return to the letter level. 
McGill. The typist must develop a relaxed feeling. 
Continuity and rhythm drills may be used to develop control. 
Concentration is essential. 
Reading for clause and sentence thought will eliminate 
extra letters added at the end of words. 
It was found that errors of addition have seven causes 
for which five authorities offered suggestions for their 
elimination. Three of these men have definite ideas to cor-
rect reading defects. Blackstone advocates using difficult 
copy, Fuller is in favor of having the typist pronounce the 
letters out loud, and McGill believes that reading for clause 
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and sentence thought will be helpful. Franklin and Lessen-
berry are concerned with the matter of control. Franklin 
believes it is necessary to return to the letter-level stage, 
whereas Lessenberry thinks this is usually unnecessary. In 
his opinion, it is better to concentrate on syllables and 
specific letter sequences. The importance of concentration, 
relaxation, and the use of rhythm and continuity drills was 
generally mentioned. 
CAPITALS .; 
Included in this group are all upper-case errors result-
ing from faulty use of the shift key or of the shift lock. 
Causes 
1. Where the letter following the shift key is too 
high or too low, the shift key was held down too long. 
2. Capitals which are too high or too low are caused 
by a moving shift key. 
3. Vfllen writing all capitals, failure to remember to 
release the shift lock for the hyphen--and on some machines--
for the comma, results in error • 
4. Failure to shift for special characters is caused 
by not knowing whether such letters are upper- or lower-case 
characters. 
Remedies 
Blackstone. The first step in eliminating the capital 
lj which 
~~-· =-==-== 
is too high or too low is to demonstrate the correct 
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method of shifting. The use of a three-count drill will then 
cure the difficulty. On the count of one, the shift key is 
depressed; two, the letter key is struck; and three, the 
shift key is released. 
vVhen the letter following the capital is too high or too 
low, the learner should be shown that he is holding down the 
shift key too long after striking the capital. The three-
count shifting exercise will also correct this error. 
Failure to shift for upper-case characters is usually 
due to the fact that the learner does not realize that he 
must shift for all characters appearing on the upper part 
of the type bar. The remedy, of course, is to show him how 
the characters are placed on the bar and explain the neces-
sity for shifting. 
Lamb~ Shifting errors may be eliminated by reviewing 
the shift key drills. 
Lessenberry. Practicing capitals with a long one-count 
will eliminate errors resulting from releasing the shift key 
too soon. It will also eliminate those errors which result 
from failure to depress the shift key completely. The typist 
must be sure to hold the key down until the letter key has 
been struck and released. 
MacClain. Shifting errors are the result of incorrect 
timing. Therefore, the learner must concentrate on the 
proper timing of the shift key. 
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McGill~ ¥inger gymnastics should be used to strengthen 
the little finger. The typist must remember to rotate the 
hand and focus energy behind the little finger. Drills 
should be used wherein the first letter of each word is 
capitalized. This practice must be done at a controlled 
speed while the typist concentrates on a rhythmic continuous 
movement. 
Wood. The typist should review the learning steps in 
shifting. At the srune time he needs to relax and type slowly. 
He should pronounce the letters out loud and try to type 
each letter as he calls it. 
Six authorities were found who offered suggestions for 
eliminating shifting errors. Four of them, Blackstone, 
Lessenberry, MacClain, and Wood, consider the difficulty to 
be largely a matter of timing which can be corrected by ~­
propriate drills. Wood also favors calling the letters out 
loud. McGill thinks a weak little finger is at fault and 
he would attack the problem by using exercises to strengthen 
the little fingers. All six stress the importance of review-
ing the correct shifting technique. 
CONCENTRATION ) 
IJ 
Inattention has always caused the typist to make errors. 
In fact, it is a factor in every type of mistake. However, 
it probably results most frequently in a misstroke or in a 
reading error. 
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Causes 
1. Failure to take the right mental stance before be-
ginning to type. 
2. Failure to keep the eyes on the copy. 
3. Reading too far ahead. 
4. Failure to develop fluency. 
Remedies 
Lindberg. Foreign language copy will frequently aid 
students who have difficulty in concentrating. 
McGill. The typist must think only of the material to 
be typed. He must begin this thinking before starting to J. 
type. Errors are made before the typist focuses his attentio 
on the matter at hand. Further.more, where the typist is 
working for accuracy at less than his best speed, he should 
concentrate on the meaning of the material being copied. 
Eyes must always be kept on the copy. Each time the 
typist raises his eyes, distraction enters, and errors are 
made. 
Reading too far ahead will result in confused word pat-
terns and in errors. It is essential that word patterns be 
impressed vividly upon the typist's mind. To do this careful 
attention must be paid to reading--this means reading only a 
word or two in advance of the typing. 
The typist who writes with fluency has developed a rhythl 
mic, continuous, and coordinated mechanical action which will 1 
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leave his mind free to concentrate on the material being 
copied. 
In spite of the fact that lack of concentration has 
been blamed by typewriting teachers for practically all type-
writing errors, only two people were found who had any spe-
cific suggestions for developing concentration. Lindberg 
believes that foreig~ language copy will force the typist 
to concentrate on what he is typing. McGill has a four-
point basic program for attaining the same end. It consists 
of: 
1. Beginning to think about the copy before typing it. 
2. Keeping the eyes on the copy. 
3. Developing good reading habits. 
4. Developing fluency first. 
CONTROL 
Today the word control is superseding that of accuracy 
in the thinking of the typewriting teacher. He believes 
that by developing control and correct techniques, accuracy 
will take care of itself. Therefore, it is of importance 
that the teacher be able to recognize learners' difficulties 
in establishing control and be able to apply appropriate 
remedial instruction. 
Stevens defines control as follows; 
By control, we mean the ability to direct and 
coordinate the responses of the mind, eyes~ and 
32 
hands, and to inhibit negative responses in order 
to produce correct typewriting, either from copy, 
or dictation, or in composition.l 
Causes 
1. Tense muscles. 
2. Incorrect hand position. 
3. Lack of physical continuity. 
4. Lack of self-confidence. 
5. Inattention. 
Remedies 
Berriman. The first step in establishing control is to 
have the learner review the letter-level stage. Then he 
should take an exercise which he has memorized and dictate 
it to himself on the letter level. Next, try it on the word 
level. The typist should keep practicing until he has typed 
it faster than ever before. This practice should take place 
with the eyes closed. 
Group dictation will also help to develop control. The 
following exercise is helpful: 
1. Place the hands in position. 
2. Look at the first word. 
3. Strike the first letter. 
4. Wait, keeping the hands in position. 
5. Strike the second letter. Wait. 
lstevens, Catherine. "Practice Makes Perfect 
Business Education World, 26:305, February 1946. 
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Crawford. The following exercises will help to develop 
control: carriage-throw drills; progression sentences and 
paragraphs; unison writing drills; stencil drills; and writ-
ing from difficult copy. 
Dobie. The typist must learn to relax. The teacher 
must develop the beginner's confidence in his ability to 
type. Mental poise is essential. 
DuFrain. Errors may be reduced by giving ten-minute 
timings on which the typists mark their mistakes and deter-
mine their error rates. Then they practice, repeatedly, 
sections in which errors were most frequent. It is also 
wise to have them attempt to write small units perfectly. 
Foster._ .. Relaxation can be induced by a pleasant atmos-
phere in the classroom. Encouragement, guidance, and praise 
will reduce tenseness. Fear of making errors must be elim-
inated. 
Control can be gained by calling letters at a set rhythm 
while concentrating on control. Typing letter code will 
correct errors due to inattention. 
~o make the learner conscious of the necessity for gain-
ing control, give timings during which he erases, and then 
have him compute his rates. The use of carbons with the 
erasing technique is also effective in eliminating errors 
due to inattention. 
Franklin. The problem of control may be solved by 
reviewing the reaches and practicing location drills. 
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Lessenbe~ry. The learner must practice relaxation of 
the shoulders, forearms, and wrists. He should check the 
position of his hands. He must be sure the elbows are held 
correctly--neither too close to the body nor too far away. 
By pronouncing mentally each letter as it is typed, the 
typist will be forced to concentrate on his work. He should 
type at a controlled rate on the letter level until errors 
are eliminated. 
McGill. The typist can control the sequence of the 
letter-making movements by the use of rhythm drills to de-
velop evenness and intensity of strokes. 
Continuity drills will develop continuous movement. 
Morgan. Timings may be used in various ways to develop 
l 
control: 
1. Give a five-minute timing and have each student 
stand when he makes an error. At the end of five minutes 
all who are still writing stop. 
2. Give a five-minute timing and have each typist write 
a line of the word in which an error occurs before continuing 
with the timing. 
3. Give a ten-minute timing, require two or three car-
bons, and insist that the typist stop and erase each error 
as he makes it. Erasures must be neat and mailable. 
4. Give a ten-minute timing and count only the number 
of perfect lines. 
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5. Give a ten-minute timing and have the typist return 
his carriage each time he makes a mistake. He is allowed to 
complete only the perfect lines. 
Stevens. Unison paragraph practice is an effective 
device for the establishment of control. The teacher should 
first set a definite goal for each piece of work. Then she 
should demonstrate a line or two. 
graph line by line with the class. 
Next, she types the para-
~Y.hen the majority of the 
class have typed the line correctly, they proceed to the next 
line. Then they try to type both lines without error. Work 
is continued in this manner until the paragraph has been 
mastered. 
Where a typist is consistently inaccurate, timings may 
be shortened to thirty seconds or even less. Such a typist 
may be allowed to type by himself for a few minutes before 
resuming timings. 
Learners may be permitted to practice by themselves for 
five minutes without being timed. Then they are asked to 
count the number of correct lines. 
Another device is to have the typists erase on timings 
or to have them take timings with one or more carbons. Of 
course, they must erase whenever a mistake is made. 
Wolford. Try making a game of timings. Give fifteen-
minute timings with the instruction to start over whenever 
an error is made. The winner is the one who has written the 
greatest number of strokes from the beginning without error. 
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Eleven people were found who had sixteen definite sug-
gestions for establishing control. Berriman, Foster, Frank-
lin, Lessenberry, and McGill believe that the difficulty is 
to be found in the letter-level stage. Four of them would 
have the learner call the letters as he strikes them, the 
fifth would use rhythm and continuity drills to build skill. 
The importance of relaxation was mentioned by Dobie, Foster, 
and Lessenberry. Five authorities believe timings may be 
used in various ways both to illustrate the importance of 
control and to build control. Other devices suggested are: 
carriage-throw drills, progression sentences and paragraphs, 
unison writing drills, typing from difficult copy or code, 
individual practice, repeated practice of sections in which 
errors occur, and perfect copies of small units. The impor-
tance of convincing the learner that he has the ability to 
type was mentioned. 
FLUENCY "-". 
By fluency is meant the ability to type with a contin-
uous, rhythmic, coordinated action. 
1. 
2. 
3. 
Causes 
The beginner is frequently uncertain of the reaches. 
Some reaches are more difficult than others. 
Some words have been automatized; others have not. 
4. 
,, 
Some typists have a tendency to pause after throwing , 
the carriage before starting the new line. 
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5. Hesitancy may be caused by errors or by dirficult 
combinations. 
6. Hesitancy at the end of words is caused by failure 
to consider the space following the word as an integral part 
or the word. 
7. Hesitancy may be caused by uncertainty as to the 
location of the hyphen. This is especially true at the end 
of lines when it becomes necessary to syllabicate the last 
word. 
8. Fatigue. 
9. Nervousness. 
10. Some fingers are weaker than others and this results 
in poor finger action. 
11. Inattention. 
12. Poor motor ability. 
Remedies 
Blackstone. To correct reach difficulties, rind out 
which ones are causing trouble, and then give location 
drills. The learner should watch his movements and concen-
trate on the feeling of the reaches until he has mastered 
them. 
Faulty automatiza~ion may be corrected by practicing 
word-building exercises which contain the troublesome com-
binations. 
Where the hyphen causes hesitancy, use words containing 
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the hyphen or have the learner write exercises wherein he 
divides words into syllables by using hyphens. 
Rest periods during which the learner may stand up and 
move around will eliminate fatigue. 
An exercise which will help to increase fluency is one 
wherein the learner is asked to type an exercise through. 
Yf.henever a combination causes him to stumble, he places an 
asterisk beside the word. At the end of this typing, he 
circles all mistakes and practices each word that slowed him 
down or that contained an error. Then he retypes the exer-
cise to see if he can do it fluently and accurately. 
Lloyd. __ To attain fluency on difficult -words, list in a 
notebook .those words which cause trouble. Then practice 
them daily. Continue this practice until the words can be 
written fluently whenever they are encountered. 
McGill. Fluency may be improved by concentrating on 
key direction and on word patterns. 
Although twelve causes were found to explain the lack 
of fluency in typewriting, only three people had anything 
specific to offer as a remedy. All three believe that dif-
ficult word patterns should be noted and practiced until 
fluency is attained. Blackstone thinks that reach di£ficul-
ties can be corrected only by ascertaining which reaches are 
causing trouDle and then practicing location drills based on 
those reaches. McGill is of the opinion that concentration 
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on key direction is sufficient to correct reach difficulties. 
GHOST LETTERS 
Ghost letters make the typist's work appeared soiled. 
Sometimes it looks as if he had struck each letter twice--
once firmly, and once very lightly. Typists who make this 
type of mistake usually use a very heavy punch stroke. 
Sometimes the error is made by typists who are trying to 
compensate for a poor ribbon by striking the keys extremely 
hard. 
Causes 
1. Holding finger on the key so that it rebounds and 
makes a second impression. 
2. Stroke is slow and plodding. 
Remedies 
j Blackstone. Show the learner how to strike the keys. 
,1 Have him write a sentence so as to produce ghost letters. 
I' 
Then have him rewrite it correctly. 
Stev.ens. Concentrate on getting the fingers off the 
keys quickly. Practice sentences of short words. At first 
rest after each stroke. Shout letters out loud. 
It was found that ghost letters have two causes for 
which two people offered remedies. Both are agreed that 
the error will disappear as soon as the typist learns to hit 
the keys with a snatch stroke. Stevens thinks this learning 
,, 
T 
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may be facilitated by having the students shout the letters 
out loud. 
KEYS STICK 
Learners frequently complain that the keys stick. Some-
times the typewriter needs adjustment. Occasionally rever-
sing the ribbon will remedy the difficulty. Of course, where 
the typist permits eraser droppings to fall into the key 
basket, he has no one to blame but himself. Usually, however, 
I 
the trouble is some defect in operating technique. 
Causes 
1. Striking between keys. 
2. Striking a second key before the first one has 
returned. This is caused by holding the first key too long. 
3. Failure to hit keys with the finger tips. 
4. Girls who insist on wearing long finger nails find 
it impossible to hit the keys with the finger tips. The 
long nails frequently catch on the key above the one being 
I 
I 
~ 
I 
struck. The result is two key are hit at once, and, of cours, , 
they stick. 
5. Light touch. 
6. Pushing keys. 
7. Typing with stiff shoulders, arms, and fingers. 
a. Sometimes the typist uncpnsciously holds down the 
guide keys. The result is the type bars collide and stick 
together. 
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Remedies 
Blackstone. To eliminate striking between keys, mus-
cular control must be improved. The .first step is to find 
out which keys are causing trouble. The second is to have 
I 
the learner type location review drills covering those reach-
1
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es • . The typist should watch his movements, and concentrate 
on the feeling of the reaches until he has mastered them. 
Where the learner strikes a second key before the first 
has returned, he should concentrate on striking one letter 
at a time pausing after each letter. When he is able to 
strike one letter, then he should attempt to strike two be-
fore pausing. When two have been mastered, he should add a 
third letter. The learner must always pause long enough 
between groups to gain complete control. 
Girls should be convinced of the necessity for keeping 
their nails short by showing them individually how their 
long nails cause them to make errors. 
Failure to hit keys with the finger tips is caused by 
failure to curve the fingers. To eliminate this difficulty, 
place a coin on the back of the typist's hand. It will re-
main in place only if the hand is held correctly. 
Lessenberry. _ To eliminate pushing keys, the typist 
must concentrate on striking the keys with a combination of 
wrist and finger motion. The key should be released at once. 
,, 
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When the typist is pushing from the shoulder, he must relax 11 
and concentrate on the slight lifting of the finger to make 
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the stroke. The forear.m must be kept motionless. The key 
is hit with a snatch stroke. 
To eliminate hitting between keys, check the position 
of the body at the machine. Then think each word to be 
typed. If the word is long, think and type syllables. Re-
turn to the letter level only if other measures fail to pro-
duce results. 
Where two keys are struck at the same time, concentrate 
upon rhythmic stroking. Be sure that the fingers barely 
touch the guide keys. 
Turner. The typist should develop a power stroke. 
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Eight causes were found for sticking keys. Three author-~ 
ities offered suggestions to combat these causes. All three 1 
consider the difficulty to be primarily a matter of incor-
rect stroking. Turner advises the learner to develop a 
power stroke. Blackstone and Lessenberry offer more specific 
suggestions which are aimed at aiding the typist to develop 
better muscular control. 
MISSTROKE 
Misstroke is used to indicate the type of error that is 
commonly thought of as typographical. It is used to desig-
nate any letter that is misstruck. It properly includes 
errors listed under other headings, such as, additions, 
transposition, and so forth, as well as those letter errors 
are impossible of classification under other headings. 
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Causes 
1. ~~ping too fast. 
2. Faulty automatization. 
3. Reading too far in advance of writing. This type 
of error is usually made by the brighter students. 
4. Poor spelling. This is the type of error wherein 
their is typed there. 
5. Nervousness. 
6. Fingers are not equally skilled. 
7. Fatigue. 
8. Faulty hand position. 
9. Lack of control. 
10. Errors may be emotional. 
Remedies 
Berriman. Where errors seem to be emotional, a rest 
period, encouragement, or change of work may be beneficial. 
Sometimes, if the attention of such pupils can be diverted, 
errors will cease. Occasionally a scolding may be indicated. 
Foster. To remedy faulty automatization, break the 
words down into facility patterns--these need not be syllable 
patterns. The typist should relax the hand not being used. 
Students should be taught to recognize difficult words and to 
know why they are slow. 
1 Franklin. The learner should concentrate on the home 
I keys and on relaxing the hands in the home position. 
II ~~-' I 
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Green. Where errors are excessive, the typist should 
practice the words involved syllable by syllable. 
Lamb. Shifting the emphasis on drill work from speed 
to accuracy will aid in combating excessive errors. 
Lessenberry. The first step in eliminating errors 
I 
caused by faulty hand position is to s·ee that the typewriters Ji 
are fastened to the desks. Loose machines mean constantly 1 
changing hand positions. ~~e next step is to practice recon- / 
struction drills a the eginning of each period. t b 
!
1,, 
The following devices are useful in eliminating errors :1 
I 
resulting from nervousness: I 
1. Give a timing on which the errors are erased. 
Apply a penalty for all mistakes which have not been so cor-
rected. 
2. Assign material to be typed for five, ten, or fif-
teen minutes. Then have the learner report on the percentage 1 
of correct lines. 
3. Automatic progression may be used to force all stu-
I 
i 
I 
dents to assume responsibility for the progress of the class. I 
I 
The use of this device means that a certain number of student J 
I 
must type the same material without error at the same time. 
4. Individual progression may be carried on simultan-
eously with class progression. This means the student must 
type an errorless writing in three successive periods. 
Misstrokes may be eliminate~ in general, by rewriting 
the lines that contain errors. Suitable corrective drills 
~=·~ ~,;==== 
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for persistent errors should be selected and practiced. 
Lindberg. Letter errors should be analyzed. Then sen-
tences, which emphasize the letters in question, should be 
selected and practiced. 
Lloyd. Many errors can be eliminated by always sitting 
in the same position. Changing the posture results in change 
finger reaches. 
Lush. Type the work in which the error occurs until it 
becomes automatized. Then type the phrase in which the word 
occurs until fluency is attained. Lastly, type the sentence 
in which the phrase is located. 
MacClain. The typist must write more slowly, pay more 
attention to stroking, and relax. He should practice phrases 
consisting of the word in which the error occurs plus the 
word which precedes and the word which follows. Then he 
should compose and practice sentences containing these phrase • 
McGill. Concentrate on developing finger control. 
Where errors are right-hand strokes, practice words written 
entirely with the right-hand. Where errors are left-hand 
strokes, concentrate on words written entirely with the left-
hand. Practice, not for accuracy, but for finger control. 
Reed. 
-
To el~inate errors caused by slow fingers, prac-
1~ tice drills designed to strengthen them. 
Seavey. When errors are caused by typing too fast, II 
J have the learner go back to the beginning each time he makes 
~ 
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a mistake; or, have him write a line of each word misspelled 
on the timing and then repeat the timing; or, have him write 
twenty-five or more perfect copies of the alphabet. The 
Alice Adams ate an apple - -~-Y.P~ - ~f sentence may be used in 
place of the alphabet. 
Sha~p. To strengthen weak fingers, use drills from the 
te t for those fingers. Use exercises to strengthen and 
coordinate muscular control. 
Smith. Where students are making over two errors a 
minute, drop all efforts to increase speed and concentrate 
on accuracy. When mistakes are made, practice the word, 
phrase, and line in which the error has occurred. 
Stevens. To combat fatigue, change the work, tell a 
story, or do something to promote relaxation. 
Students should be taught to recognize difficulties. 
Then they can select troublesome words and break them into 
finger-facility patterns, such as: fri end ly, friendly, 
friendly. Learners should practice relaxation while doing 
this type of practice. This can be done by dropping the 
wrists on the frame of the typewriter after each stroke. 
The practice goal is to shorten the rests and type the word 
fluently as a whole. This practice should be followed by 
typing the phrase and then the line in which the difficult 
word occurred. 
~o correct weak third and fourth fingers, practice 
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daily on difficult code or connected material containing the 
letters indicated. 
White. The following steps are helpful in correcting 
misstrokes of a general nature: 
1. Circle all errors. 
2. Write in pencil, in the margin, all the letters and 
words which caused errors. 
3. Type each letter, followed by the word in which it 
occurred, three times. 
4. Type the phrase, consisting of the word preceding 
the error, the word containing the error, and the word fol-
lowing the error, three times. 
5. Type the three words two more times. Attempt to 
increase speed, but do not force it. 
It is important that a quick, firm touch be used for 
this practice. 
~· Slow down and practice the words and phrases con-
taining the error. Pronounce each letter as it is hit. 
It was found that misstrokes have ten causes for which 
eighteen authorities offered suggestions for their correction. 
Some of these suggestions were specific; others were general. 
The importance pf relaxation and correct stroking was gener-
ally recognized. Six teachers are in favor of some type of 
practice wherein the word in which the error occurs plus the 
phrase containing the mistyped word are typed three times. 
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The importance of correct posture was generally mentioned. 
Lessenberry and Lloyd think it is of prime importance that 
the typist always sits in the same position. Foster and 
Stevens think the typist should be taught to recognize dif-
ficult words and to know why they are slow so he can devise 
his own remedial procedures. 
OMISSIONS ) 
In this type of error a ~pace is frequently left where 
there should be a letter, as pa er ,_for paper; or the word is 
written without a space, as paer. for pap~r. This category 
also includes the omissions of words, phrases, lines, and 
sentences. 
Causes 
1. The typist who is lacking in self-confidence fre-
quently fails to hit the keys hard enough to make an impres-
sion. 
2. Writing too fast. 
3. If some fingers are weak, there is an uneven force 
behind the strokes. 
4. Difficult combinations. 
5. The omission of syllables, words, phrases, and lines 
I may be caused by: inattention; poor eyesight; removing the 
.! 
J eyes from the copy; or reading too far ahead. 
j 6. Overlooking the center of long words sometimes 
11 results from typing by word-wholes. 
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Remedies 
Blackstone. The learner should slow down and hit each 
key with the same rorce. Practice should include rhythm 
and stroking drills. 
\Vhere fingers are weak, use gymnastic exercises to 
strengthen them. Practice drills on words containing letters 
to be written by the weak ringers. Use carbon paper or cut 
stencils to rorce the typist to put more rorce in back or 
his strokes. 
Students must be impressed with the importance of keep-
ing the eyes on the copy. The use or sentences containing 
short, easy words should be helpful. 
Where the difficulty is caused by reading too far ahead, 
the use of difficult copy will tend to slow the typist down 
and rorce him to concentrate on what he is copying. 
To correct the omission or groups or words, or lines, 
assign material containing many similar words and phrases. 
Franklin. Rhythm drills will improve poor stroking. 
The learner must be made conscious or the importance of 
using the sgme rorce on each letter key. 
Fuller. Pronouncing the letters out loud as they are 
being struck will cause the learner to slow down and will 
aid him to strike the keys with an even force. 
Lamb. Assign concentration drills. 
Lessenber~y. The learner should check the position of 
his hands and then concentrate on getting an even force 
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behind each stroke. Practice rhythm drills for even strok-
ing. Practice should be on the letter-level stage. 
MacClain. Type more slowly. Relaxation and rhythm are 
essential. 
McGill. Concentrate on striking all letters with equal 
intensity. Practice rhythm and continuity drills. Use a 
quick, firm, snap stroke hitting on the ball of the finger. 
Stevens. To eliminate errors caused by reading too far 
ahead, use unfamiliar material and letter code. The use of 
this material will also correct errors caused by inattention. 
~· Emphasize each stroke by pronouncing it. Con-
centrate on establishing unifor.m rhythm. The teacher should 
call each stroke as a command at the same time pacing the 
drill on the demonstration machine. 
It was found that the omission of letters is caused by 
poor stroking; the omission of words or phrases is the result 
of poor reading habits. Eight of the nine people who wrote 
on omissions mentioned the importance of rhythm, and the 
majority advocate using rhythm drills as a remedial measure. 
The importance of concentration was generally stressed. 
Attention was called to the necessity for stressing correct 
stroking. Stevens would cure errors caused by reading too 
far ahead by using unfamiliar or letter code copy. 
51 
l 
PILING" 
Piling here refers to any letter which occupies more or 
less than its normal allotment of space. 
Causes 
1. Failure to heed the bell. 
2. Irregular timing. 
3. Weak fingers. 
4. Holding the first key. 
Remedies 
Blackstone. The learner should be shown that crowding 
is caused by uneven touch; it is not the fault of the type-
writer. Further, where there is crowding, the first letter 
has usually been struck more lightly than the second. Writ-
ing more slowly will help to correct this type of error. 
Where the trouble is caused by weak fingers, give finger 
gymnastic drills. 
I Where the trouble is caused by holding the first key, 
~~ have the learner strike one letter at a time. He must pause 
11 after each letter. When he is able to strike one letter, 
I then have him strike two before pausing. When two have been 
I mastered, add a. third letter. The learner must always pause 
;I long enough between groups to gain complete control. 
To eliminate nervousness, give the learner timings but 
do not grade them. 
To eliminate piling at the end of lines, have the student 
type a paragraph writing along at his normal rate until he 
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thinks it is time for the bell to ring. Then he should type 
more slowly, anticipating the bell stroke by stroke. Re-
peat this type of exercise until he can tell within a stroke 
or two when the bell will ring. 
Franklin. Practice rhythm drills to improve timing. 
Lessenberry. To avoid piling at the end of a line, 
listen for the bell and syllabicate promptly. Do not try 
to crowd extra letters on the line. 
To avoid piling within a line, relax and concentrate on 
timing. Type at a slower rate concentrating on stroking 
evenly. 
MacClain. Rhythm will prevent crowding. Paying careful 
attention to the bell will prevent piling at the end of a 
line. Be careful to strike no more letters after the bell 
rings than the adjustment of the machine calls for. 
McGill. Concentrate on rhythmic typing. Practice 
rhythm drills to control evenness and intensity of strokes. 
Practice continuity drills to induce continuous movament. 
Stevens. Metronomic drill will eliminate irregular 
timing. It will also eliminate holding the first key. 
Wood. Practice, at first, should be at moderate rates 
with emphasis on the stroke. 
heighten the stroke emphasis. 
Pronouncing each letter will 1 
After the learner has perfecteJ 
his letter-making movements, he should force each phrase or 
sentence to his highest possible speed levels. 
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Seven authorities were found who offered suggestions 
for the elimination of piling errors. It was generally 
agreed that the main cause for this type of error is faulty 
timing and that the use of rhythm drills should prove bene-
ficial. The problem is to control the evenness and intensity 
of the strokes. The importance of' typing slower, of relax-
ing, and of emphasizing each stroke was generally mentioned. 
Piling at the end of a line was considered to be a matter 
of not paying attention to the bell and syllabicating promptly! 
READING ERRORS J 
There are teachers who think that a good course in read-
ing would do much to eliminate typewriting errors. Turner 
is one of them. She said: 
I think all teachers will agree that many 
students of the past decade have been unable to 
read for ten minutes with only five errors. How 
"CCUU'd. we expect them to~ that long with only 
five errors?l · 
Since it is impossible for the typewriting rate to ap-
proach the reading rate, the problem is that of teaching the 
typist to read more slowly, and, in the beginning stages, to 
be conscious of each letter. 
Causes 
1. Reading too far in advance of copy • . 
lTurner, Bernice C. "Let's Rattle the Keys. The 
Business ~ducation World, 21:102, October 1940. 
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2. Confusion of the middle of long words. This is the 
result of reading by word-wholes. 
Remedies 
Foster. The use of letter code will slow down the eye 
movement. Having the learner say the letters out loud as 
he types them will force him to think each letter. 
Fuller. To eliminate word errors caused by careless 
reading, attack the words syllable by syllable. 
Lessenberry. The typist must keep his eyes on the copy. 
This means he must both type and operate the service mechan-
isms by touch. He should concentrate on the material being 
typed--words, punctuation, paragraphing, and capital letters. 
McGill. Keep eyes on the copy. Concentrate. 
Schoenleber. Have the pupils type as the teacher dic-
tates--spelling each word. 
Wolford. '.L'o eliminate incorrect reading, the teacher 
should sit beside the learner, cover his copy and uncover it 
a letter at a time as the learner types. This will force 
the typist to think each letter before writing it. If nec-
essary, repeat on the word level. 
It was found that six people have six different sugges-
tions for eliminating typewriting errors caused by poor read-
ing habits. All six seem to think the remedy is to get the 
typist to see and think each letter. Two would do this by 
having the typist say the letters out loud. Two more mention 
55 
the importance of typing by touch. Foster would use letter 
code. Wolford would have someone uncover the learner's copy, 
a letter at a time. Of course, mention was made of the im-
portance of concentration. 
SPACING ERRORS v 
This group of errors includes extra spaces between words, 
unwanted spaces after letters, and the failure to space after 
words. 
Causes 
1. Light touch on the space bar. 
2. Failure to hit the space bar. 
3. Hitting the space bar instead of a letter key. 
4. Holding the thumb on the space bar with a slight 
flutter. 
5. Holding the key with a slight flutter of the finger. 
6. Reading too fast. 
7. Holding down the letter key and not releasing it 
before hitting the space bar. 
8. Touching the end of the space bar when shifting. 
9. Shoulder-punch stroke. 
Remedies 
Blackstone. To eliminate the failure to space, have 
the learner write the alphabet leaving a space after each 
letter. Another devise is to have the learner type an ex-
ercise and while he is doing it, the teacher calls out stop 
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at irregular intervals. 'l'he pupil is expected to stop each 
time as soon as he has completed the word he is on plus the 
space which follows it. 
~o keep the learner from holding his thumb on the space 
bar, place a coin on the back of his hand. If he does not 
hold his hands correctly, the coin will fall off. 
To eliminate striking the space bar for a key, have the 
learner type location review drills. He should watch his 
movements and concentrate on the feeling of the reaches until 
he has mastered them. 
Lessenberry. Concentrate on improving stroking technique 
Be sure to release the key quickly without permitting the 
finger to follow it down. Relax. 
To eliminate hitting the end of the space bar when 
shifting, keep the little finger curved and hit the center 
of the key. Be sure wrists are not resting on the typewriter 
i'rame. 
MacOlain. Use the same timing and touch on the space 
bar that is used on the letter keys. 
McGill. ~he teacher must demonstrate the proper strok-
ing of the keys and the rotation of the thumb on the space 
bar. The typi s t should practice rhythm drills to develop 
even touch. A £1r.m, rapid stroke is important. Practice 
typing sentences in which most of the words begin with left-
hand letters. Be sure to slow down until the errors have 
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disappeared. Do not permit the thumb to glance off the space 
bar. It must be lifted promptly. 
Stevens. All space bar difficulties can be corrected 
by calling out letters in unison practice. Be sure to use 
the same staccato stroke on the space bar that is used on 
the other keys. Emphasize the calling of the last letter 
before the space. 
White. Practice three times a group of two words con-
sisting of the word preceding the spacing error, and the 
word following it. 
Wood. Review the learning steps in using the space bar. 
Type at slow rates, and relax after each stroke. Type faster 
as the touch improves. Practice sentences containing short 
words. During this practice, it is important to concentrate 
on proper thumb action. It should be the same for both the 
thumb and the fingers. .The typist must learn to consider 
the space after a word as part of the word. No word is com-
plete until the space has been made. 
It was found that spacing errors are usually caused by 
incorrect stroking, and that they will disappear as soon as 
the typist learns to hit the space bar with the same touch 
he uses on the letter keys. Blackstone tells the learner to 
hold his hands correctly, and cautions him about keeping his 
little finger curved. Stevens would correct timing dif-
ficulties by unison practice. The importance of considering 
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the space as part of the word which precedes it was generally ,j 
mentioned. r 
STRIKE-OVERS J 
A strike-over is a deliberate attempt on the part of a 
typist to correct an error by striking the correct letter 
over a wrong one. A true strike-over is never an accident. 
The accident is properly a piling error. 
Causes 
1. Desire to correct errors without erasing. 
2. The belief that a strike-over is better than a 
mistake. 
3. Sometimes it results from an attempt to correct a 
light letter by striking the letter again and hitting the 
wrong key. 
Remedies 
I 
II 
II ~I 
I 
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Blackstone. Penalize strike-overs more heavily than I 
Show the learner which letters may be successfully li erasures. 
struck over without showing that a strike-over has been I 
made. 
il 
Although many teachers complain about strike-overs, only I! 
one writer was found who had anything to say about them. 
SUBSTITUTION ,, 
This is an error in typewriting that consists of writing II 
j 
a word which is not in the copy. It includes typing a letter 
1 
I 
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or syllable which is not in the copy. 
Causes 
1. When the mistake is the result of' using the right 
f'inger but the wrong hand, the error is the result of' in-
correctly learning the -keys. 
2. Inattention. 
3. Careless reading of' copy. 
4. Conf'using letters such as £ f'or t. 
5. Faulty hand motion. 
6. Anticipation of' letters. 
Remedies 
Berriman. To correct such substitutions as~ f'or ~~ the 
f'irst step is to have the learner place his hands in writing 
position. Then while he watches his f'ingers, he should stroke 
~· Next, he repeats ~ with his eyes closed. ~bis is 
f'ollowed by typing words containing m while he keeps his 
eyes on his f'ingers. Then he retypes the words with his eyes 
closed. The last step is to type several sentences. Each 
time ~ is encountered, it is emphasized. Similar f'inger 
reaches may be f'ixed f'or some learners by hitting the of'f'end-
ing letter very heavily whenever it is encountered. 
Blackstone. Where the f'inger of' one hand is taught 
separately f'rom that of' the other analogous transposition 
will not occur. To eliminate this error, give exercises Ill 
containing the correct letter. Have the typist practice both 11 
drills until he has learned the reaches. ! 
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Franklin. Give more attention to the letter-making 
movements. Practice rhythm drills and difficult combinations. 
To eliminate anticipation of letters, insist that all 
letters be struck with the same degree of intensity and at 
an even rate. Practice even-letter drills. 
Lessenberry. Practice on the letter-level stage until 
'· 
correct reaches have been fixed. Then return to the word-
level stage. 
Stevens. To force the learner to pay attention, use 
foreign language copy, letter code, or difficult copy. 
Where the difficulty is the confusing of two letters 
such as .!: and t, the first remedial step is to demonstrate 
the correct reach. Then the pupil attempts the reach and 
freezes on it. \v.hen he removes his finger he concentrates 
on the reach thinking how it feels. Next he does the same 
with t. He should repeat this until he can both see and .feel 
the difference in the reaches. 
fllere the difficulty is caused by excessive motion of 
the hands, let the learner watch his hands while he tries to 
eliminate waste motion. 
Wood. Review the learning steps. 'l 'ype slowly at first, 
hitting the keys sharply. Pause between strokes. Be sure 
to think each letter by saying it out loud. When skill has 
been improved, try for the highest possible speeds on groups 
containing the combinations causing trouble. 
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Six authorities were found who had definite suggestions 
to offer for the correction of substitution errors. All six 
mention the importance of reviewing the letter-making move-
ments. Blackstone believes that where the fingers of one 
hand are taught separately from those of the other analogous 
transposition will not occur. Rhythm drills, even-letter 
drills, the use of foreign language copy, drill on difficult 
combinations, and shouting letters out loud were all mentioned 
as remedial devices. 
TOUCH ERRORS ,_ 
Touch errors are the result of incorrect stroking of 
the keys. It is this type of mistake which mars the appearanc 
of the typed product. 
Causes 
1. Pushing keys. Ill I 2. Weak fingers are frequently responsible for light 
touch. 
3. Long finger nails. 
Holding keys down is caused by a sluggish stroke. 
I' 
,I 
4. 
5. Failure to use a lighter stroke on punctuation 
II 
11 marks. 
I 6. Lack of self-confidence may cause the typist to hit 
1 the ke-ys lightly. 
7. Failure to relax. 
8. Uneven stroking. 
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Remedies 
Blackstone. The teacher must demonstrate the correct 
touch. To remedy heavy, light, or sluggish touch, determine 
the letter which is causing the trouble and then give an 
exercise wherein that letter is written with every other 
letter in the alphabet. 
To remedy heavy touch on punctuation marks, have the 
learner write an exercise containing many punctuation marks. 
Have him give equal force to the punctuation marks that he 
gives to all other keys. Next, have the learner repeat the 
exercise striking the punctuation marks lightly. 
McGill. Use rhythm drills. Use sentences or words 
which contain letters that use the weak fingers. Concentrate 
on stroking the keys firmly. 
Stevens. To strengthen the weak fingers, type daily 
difficult letter code or connected material on the letters 
indicated. 
It was found that, although there are eight causes for 
poor touch, only three people had any suggestions for their 
eradication. All three believe that the teacher must ascer-
tain which letters are causing trouble, and then assign ex-
ercises designed to strengthen the fingers in question. Of 
course, the importance of using rhythm drills is mentioned. 
TRANSPOSITION 
Errors of transposition result when the positions of 
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two letters are exchanged in a word, or when a word is typed 
out of its place in the context. 
Causes 
The transposition of the last letter of a word is 
~aused by: 
1. Typing too fast. 
2. Thinking about the space and striking the space 
bar too soon. 
The transposition or letters, words, and phrases is 
caused by: 
1. Misreading. 
2. Incomplete automatization. 
3. Typing too fast. 
4. Difficult combinations. 
5. One finger does not wait for another. 
6. Poor eyesight. 
Remedies 
Blackstone. Where the error is caused by reading too 
fast, have the learner type an exercise, and while he is 
typing it, call out stop at irregular intervals. The pupil 
is expected to stop each t~e as soon as he has completed 
the word he is on plus the space which follows it. 
To correct reading errors, ask the learner what the 
II sentence means. Have him read difficult exercises out loud. 
1 
To correct faulty automatization, find the combinations 
~ ~~ich cause troUble, and assign exercises using them. 
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To eliminate difficult combinations, find out which 
letters are being transposed, then assign exercises contain-
ing those combinations. 
Where lines are reversed, assign difficult material to 
force the typist to keep his eyes and attention on the copy. 
Franklin. Practice on special word lists to fix the 
letter association. Practice rhythm drills. 
Lamb. Use concentration drills. 
Lessenberry. Where the trouble is caused by reading 
too far ahead, or to imperfect timing, type at a slow rate 
giving attention to the timing. This typing should be on 
the letter-level stage. 
Where lines are transposed, assign material that forces 
the learner to concentrate on the copy. These exercises 
should contain many familiar words and phrases. A copy-
holder which indicates the line being typed will correct 
this type of error. 
MacClain. At first the learner must read, think, and 
type each letter separately. As he progresses, he should 
think and type in syllables, words, and even in phrases. 
He should type only as fast as his thinking will allow. 
McGill. The teacher should explain the exact kind of 
mental control required. Then he should have the typist 
li practice rhythm drills and special word lists containing 
11 letter combinations which cause trouble. Attention should 
---. ~~" ~Jl=f=b=e=g=i=v=e=n to the speed of reading. The learner must think 
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each word being typed but he should avoid spelling the words. 
Stevens. To eliminate errors caused by reading too 
far ahead, use unfamiliar material and letter code. 
White. To correct errors of transposition, the typist 
should write three times the word in which the transposition 
occurred. Then he should write three times the three-word 
phrase consisting of the word preceding the one containing 
the transposition, the incorrect word, and the word following 
the one containing the transposition. 
Wood. Emphasis should be placed on rhythmic stroking 
of words and phrases. Where combinations are difficult, the 
typist should relax after each stroke. Pronouncing each 
letter out loud is helpful. 
Nine authorities were found who offered fifteen different 
suggestions for the elimination of transposition errors. 
All nine were concerned with developing control over the 
letter-making movements. Blackstone and Stevens would cor-
rect reading errors by using difficult copy. Lessenberry 
would do the same job by assigning material containing many 
familiar words and phrases. The importance of using rhythm 
drills, concentration drills, and shouting letters out loud 
were mentioned. 
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AUTHORS OF ARTICLES ON REMEDIAL PRACTICES 
Jane Berriman 
Brookline High School, Brookline, Massachusetts. 
E. G. Blackstone 
Director of Commercial Education, The University of 
Southern California. Co-author of Improvement of In-
struction in Typewriting. Author of typewriting te~ts. 
T. James Crawford 
School of Business, Indiana University, Bloomington, 
Illinois. 
Helen M. Dobie 
Lt. {j.g.), Assistant to Command Officer, Navy Training 
School, Milledgeville, Georgia. 
Viola DuFrain 
Ph.D., School -of Business of the University of Chicago. 
Thesis, The Practicability of Emphasizing Speed before 
Accuracy in Elementary Typewriting. Lecturer in Business 
Education, University of Chicago. 
Wil1iwn R. Foster 
Head, Business Education Department, East High School, 
Rochester, New York. 
Ellis Franklin 
Author of articles in The Business Education World. 
Donald C. Fuller 
Georgia State College for Women, Milledgeville, Georgia. 
Alice C. Green 
Author of articles in The Business Education World. 
Marion M. Lamb 
Professor of Business Education and Head of Department 
of Business, West Liberty State College, West Virginia. 1 
Author of Your First Year of Teaching Typewriting. 1· 
D. D. Lessenberry , 
School of Education, University of Pittsburgh, Pi ttsburght j 
Pennsylvania. Co-author of 20th Century Typewrit~ng. !I 
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Ruby Lindberg 
Reedley Union High School, Reedley, California. 
Alan C. Lloyd 
Instructor, City College of New York. Managing Editor, 
The Business Education World. 
Jennie Lush 
Author of articles in The Journal of Business Education. 
Lenore Fenton MacClain 
Multiple winner, International Typewriting Contests. 
Demonstration teacher, Washington, D. C. Public Schools. 
Demonstration typist, Navy Training Film. 
Esby C. McGill 
Naval Training School (Radio), A. & M. College of Texas, 
College Station, Texas. 
Odus L. Morgan 
Author of articles in The Journal of Business Education. 
Merta L. Reed 
Ferris Institute, Grand Rapids, Michigan. 
Lilly Schoenleber 
Formerly at Northern State Teachers' College, Aberdeen, 
South Dakota. 
Agnes C. Seavey 
Instructor in a private business school. Author of 
article on Typewriting in Thirteenth Yearbook, Commercial ! 
Teachers Association. 
Ella Becky Sharp 
Author of article in UBEA Forum. 
Harold H. Smith 
Editor of typing publications, The Gregg Publishing 
Company, New York. Author of Typing for Business and 
other typing texts. 
Catherine Stevens 
Lt. (j.g.), U. s. Naval Training School, North Hampton, 
Massachusetts. 
Bernice C. Turner 
1
;
1 
Formerly Head of Commercial Department, Bloomsburg, 
Pennsylvania High School. Author of several books. 
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ERRORS 
II 
11 
Additions 
il 
I 
I 
I Capitals 
Concentration 
Control 
I 
,: 
TABLE II 
ERROR CHART 
CAUSES 
Watching material 
being typed; incom-
plete automatiza-
tion; writing too 
fast; removing eyes 
from copy; reading 
by word-wholes; in-
attention; copy 
hard to see. 
Moving shift key; 
holding shift key; 
railure to release 
shift lock; :failure 
to shift for spe-
cial characters. 
REMEDIES 
!Stress importance o:f keeping ' 
eyes on copy; concentrate on 'I 
~etter-making movements; 
think words and letter com-
binations; relax; read :for 
clause and sentence thought; I 
concentrate; practice double~ 
letter drills, rhythm drills JI 
continuity drills; :find j 
troublesome combinations and 
drill on them. · 
Demonstrate correct method 
o:f shifting; use three-count 
drill; show how characters 
are placed on type bar; re- l 
view shift key drills; use 1 
one-count drill; concentrate ! 
~n proper timing; finger 
1 
gymnastics for little fing- I 
era; concentrate on contin- 1 
tuous rhythmic movement; rel~ 
and type slowly; say letters !' 
out loud. _ I 
Failure to take Think only o:f material to be 'I 
right mental stance;typed; concentrate on mean- j 
:failure to keep eyef ing o:f material; keep eyes on 
on copy; reading copy; concentrate on reading;' 
too far ahead; lack develop a continuous rhyth- I 
1 o:f fluency · ~ic mechanical action. 
Tense muscles; in- Review the letter-level stagJ ; 
correct hand posi- use group dictation; use car l 
tion; lack o:f phys- riage-throw drills, progres- ;I 
ical continuity; sion sentence paragraphs; un-
inattention; lack ison writing drills; stencil II 
o:f self-confidence. drills; writing :from di:f:fi-
cul t copy or letter code; 'I 
relax; develop con:fidence in 
1 
ability to type; call out 
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letters while typing at a 
set rhythm; eliminate :fear; 
I' 
II 
11 
jl 
--=~~=== 
. ! ERRORS CAUSES 
I 
I 
\I 
,; 
I 
I 
1
j Fluency 
I 
i 
i 
I 
I 
I 
II Ghost Letters 
I 
Keys Stick 
i, 
I 
I 
jl 
,, 
II 
1\ Misstroke 
il -~ 
II 
Uncertain or reach-
es; dirricult re-
aches; incomplete 
automatization; 
pausing before be-
ginning line; dif-
ficult combina-
tions; railure to 
consider space as 
part of word; un-
certainty as to lo-
cation of hyphen; 
ratigue; weak fing-
ers; inattention; 
poor motor ability. 
Holding finger on 
the key; slow, 
plodding stroke. 
Striking between 
keys; holding first 
key; failure to hit 
keys with finger 
tips; long finger 
nails; light touch; 
pushing keys; stiff 
shoulders, arms, 
fingers; holding 
down guide keys. 
Typing too fast; 
raul ty automatiza-
tion; reading too 
f'ar ahead; poor 
spelling; nervous-
ness; unequally 
REMEDIES 
review reaches and practice 
location drills; check posi-
tion of' hand; pronounce each 
letter mentally; unison para 
graph practice; shorten tim-
ings to 30 seconds or less; 
use timings in various ways. 
Find difricul t reaches and - ·I 
practice location drills; use 
word-building exercises con- 111 
taining troublesome combina-
tions; concentrate on key II 
direction and word patterns; 
list difricul t words and 
practice daily. 
Demonstrate how to strike 1 
keys; concentrate on removingj 
fingers f'rom keys quickly; 1 
rest after each stroke; say . 
1 letters out loud; practice j 
sentences of short words. 
Use location review drills; 
concentrate on feeling of 
reaches; concentrate on 
striking one letter at a 
time; keep fingers curved; 
strike keys w~th a combina-
tion wrist and finger motion; · 
relax; keep forear.m motion-
less; think and type sylla-
bles or words; develop a pow- •
1 
er stroke. 
I
I 
Rest period; divert attention~ 
break words down into facil- 1l 
i ty patterns; relax hand not 1! 
being used; concentrate on 1 
home keys and relaxation; 11 
use reconstruction drills; 
:j 
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ERRORS 
II Omissions 
Reading 
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CAUSES 
skilled fingers; 
fatigue; faulty 
hand position; 
lack of control; 
emotional. 
Lack of self-
confidence; writ-
ing too fast; 
weak fingers; dif-
ficult combina-
tions; inattention 
poor eyesight; re-
moving eyes from 
copy; reading too 
far -ahead; reading 
by word-wholes. 
Failure to heed 
bell; irregular 
timing; weak fing-
ers; holding the 
first key. 
Reading too far 
ahead; reading by 
word-wholes. 
REMEDIES 
use timings with erasures; 
use timing and report on cor 
rect lines; use automatic I 
progression; use individual 
progression; always sit in 
smne position; type word and 
phrase in which error occurs 
until they become automatiz- , 
ed; concentrate ori develop- 1 
ing finger control; type 
slowly; use drills to 
strengthen weak fingers; use 
difficult code or connected 
material; say each letter 
out loud. 
Slow down; hit each key with j 
the smne force; use rhythm 
1 
and stroking drills; use 
gymnastic drills for weak 
fingers; use carbon paper or j 
stencils; use sentences of 
1 
short, easy words; use dif- j' 
ficult copy; use material 
containing similar words andl 
phrases; say letters out 
loud; use concentration 
drills; practice on letter-
level stage; use continuity 
drills; use un~amilar mate-
rial and letter code; call 
each stroke and pace drill 
on demonstration machine. 
I 
Write slower; use finger 1 
gymnastic drills; concentrate 
on listening for bell; use I 
rhythm drills; relax and con 
centrate on timing; use con-
tinuity drills; use metron-
omic rhythm; say each letter 
out loud. 
Type from letter code; say 
letters out loud; keep eyes 
on copy; concentrate on ma-
terial being typed; teacher 
dictates; sit beside typist 
and uncover his copy letter 
by letter. 
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ERRORS 
il Spacing 
il 
I! I 
11· 
I 
I 
Strike-overs 
Substitution 
Touch 
CAUSES 
Light touch on 
space bar; .failure 
to hit space bar; 
hitting space bar 
instead o.f letter; 
holding thumb on 
space bar; reading 
too .fast; holding 
letter key; touch-
ing space bar when 
shifting; shoulder 
punch stroke. 
Desire to correct 
errors without e-
rasing; belief 
strike-over is bet 
ter than a mis-
take; results .from 
an attempt to cor-
rect a light let-
ter. 
Incorrectly learne 
keys; inattention; 
careless reading; 
con.fusing letters; 
faulty hand motion· 
anticipation of 
letters. 
Pushing keys; weak 
.fingers; long fing 
er nails; lack of 
self-confidence; 
failure to relax; 
uneven stroking. 
REMEDIES 
Write alphabet leaving a 
space after each letter; 
place coin on back of hand; 
use location review drills; 
watch movements and concen-
trate on feeling of reaches; 
concentrate on improving 
stroking technique; relax; 
1 
keep little finger curved; 
use rhythm drills; slow down~ 
call letters in unison prac- 1' 
tice; review learning steps; 11 
use sentences containing 
short words; consider space 
as part of word. 
Penalize strike-overs heav- 1 
ily; show which letters may 
be struck over successfully. 
,. 
Watch fingers while practic-
ing location review drills; I 
teach fingers of one hand I 
separately from those of the 
other; use rhythm drills; j 
practice difficult combin-
ations; use even-letter 1 
drills; practice on letter- I 
level stage; use foreign 
language copy, letter code, J 
or difficult copy; review 1 
learning steps; type slowly; 
hit keys sharply; say each J 
letter out loud. 1 
Demonstrate correct touch; I 
drill on troublesome letters; 
use rhythm drills; concen-
trate on striking keys firm-
ly; type letter code or 
difficult material daily. 
====~=============--=~-~~~=-=================~=-=============================9F========= 
; 
II 
'I 
I 
I 
ERRORS 
Transposition 
CAUSES 
Typing too fast; 
striking space bar 
too soon; misread-
ing; incomplete 
automatization; 
difficult combin-
ations; one finger 
does not wait for 
another; poor eye-
sight. 
REMEDIES 
Ask the typist to give the 
meaning of the copy; read 
difficult exercises out 
loud; assign exercises for 
difficult combinations; use 
difficult copy and letter 
code; use rhythm drills; use 
concentration drills; type j 
slowly concentrating on tim-
ing; type on letter-level 1 
stage; use a copyholder; 
read, think, and type each 
letter separately; relax 
after each stroke; say each 
letter out loud. 
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